UF Smathers Library
Hurricane and Tropical Storm 
Preparedness Plan Checklist 

Group: Area Supervisors

General statement of responsibility for this group:
Area Supervisors shall be responsible for coordinating response and recovery to a hurricane or tropical storm for the people, computers, collections and facilities under their supervision.

At start of Hurricane Season

· _____ Update list of phone numbers and home addresses of all employees 

Advisory: 72 hours before Impact

· _______ Consider/Assess specific needs for disaster supplies and confirm their availability with Library Building Emergency Coordinators (LBEC)
· _______ Take important personal possessions home and ensure others do as well
· _______ Confirm phone numbers and home addresses for all employees 
· _______ Provide information to area employees regarding availability of UF Campus shelters and other community resources

Hurricane Watch/High Wind Watch: 24 to 48 hours from Impact

· _______ Coordinate the back up of desktop data and files 

Hurricane Warning/High Wind Warning: Impact within 24 hours

· _______ Unplug all electrical equipment from the wall, including staff and public workstations
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]_______ Disconnect data line from phone for staff workstations (VOIP)
· _______ Disconnect data line from back of CPU for public workstations
· _______  Cover machines near known leaks with Visqueen
· _______ Lock doors, latch windows, cover materials in areas of known leaks
· _______ Remind Departmental employees of established Building access and closure policy (at http://web.uflib.ufl.edu/committees/disaster/hurricane/bacp.html) 

After Impact:

· _______ Inspect facilities carefully for any damage and report it immediately to appropriate LBEC and Facilities Office
· _______ After reopening of University, contact any employees who fail to return to work

NOTE: All timing approximate and may be shifted based on need
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